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Clear, specific 
subject line gives 
purpose of message. 

Introduction explains 
reason for writing.

Professional, 
straightforward tone 
and formal language 
appropriate for 
communicating 
with professor.

Message formatted to 
be read quickly. 
Bullets draw reader’s 
eye to important 
details.  

Desired outcome of 
message: request  
stated briefly. 

Message ends with 
brief, friendly closing.

Hello, Professor Watterson.

Thank you for taking the time to meet with me yesterday to talk 
about my research project. I am excited to start the project this 
week. As we discussed, I am planning to meet with a reference 
librarian to learn more about NSU’s online resources. And I will also 
develop an online survey to gather my fellow nursing students’  
perspectives on the topic. In the meantime, I have two questions:

 ⦁ Do I need approval from the college’s institutional  review board 
before I conduct my survey?

 ⦁ Do I need students’ approval to quote their responses in my 
paper?

I know this is a busy time of year, but if possible, please let me know 
the answers to these questions before the end of the week.

Thanks for all your help with my project.

Sincerely,

Vanessa Tarsky

watterson.p@northernstate.edu

vanessatarsky@gmail.com

Two questions about my research project


